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CROSS REFERENCE SYSTEM 

( ■ 

Task Lists in the secretarial/clerical area include; office services aid, typist-, general 
office/typist, receptionist, secretary /non-shorthand, secretary /shorthand, educationtd office 
perscJnnel, medical secretary, legal secretary, administrative assistant, correspondence specialist, 
correspondence supervisor, ai\d data entry operator, ,A11 Task Lists contain an add-on list of ' 
human relations /personal development qualities desirable for graduates seeking' secretarial/clerical 
positions. 

The task lists for' office services aid, typist, general office/typist, receptionist, secretary/non- 
shorthand, and secretary /shorthand are ref&rred to as "GENERAL" secretarial/clerical lists and all 
' additional lists are- referred to> as "specialized" lists. 

The * and the numbering system is the key to cross-referencing for the specialized lists, The 
specialized lists are compared to the lists for typist, general office/typist, receptionist, sec- 
retary/non-shorthand, and. secretary /shorthand. Wh6n there is something on the specialized list ) 
that is not on the general lists a * appears. The- position of the * indicates the level of 
change made in, the AM OF COMPETENCY, The Statement of Competency, or the Task. For example. If 
the » appears before the AREA OF COMPETENCY the entire AREA OF COMPETENCY' is nev. If the • 
' appears before a Statement of Compete.ncy or Task iheji only that Statement or Task is nev, If the 
* appears before a word then only that word is new or different. It may be necessary to refer to 
more, than one general task list when qomparing stateiLents of colpetency. 

. ■ ' \ 

The Task Lipt for Data Entry Operator i^ not, referenced to the general lists because the tasks 
are unique in that area and need 'specialized 'training. Bie Task Lists for Correspondence Specialist 
and Correspondence Supervisor are not referenced to the general lists because tasks in these areas 
are applied to a word processing/correspindence center and! the procedure for completing the tasks 
is different from the tasks in the general lists. THe Task List for Correspondence Supervisor, , 
is cross-referenced as an add-on to the Correspondence Specialist Task List, ) 

■■ ' ■ ' 1 
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INTRODUCTION TO WORD PROCESSING 



Word Processing is one of the fastest growing areaa In Hu.'UnoH.s ami Industry. Hducation 
for this area should be considered a total word processing proRcain and must include 
training for non-typing (Administrative Assistant) and training for typing (Correspondence 
Specialist) positions. Therefore, the task list for Word Processing Administrative Assistant 
md Word Processing Correspondence Specialist aft , presented l|i one booklet. 

The worker mobility chart on the following page is typical of that found in a business 
office that has implimented the total word processing concept. This worker mobility 
chart identifies distinct functional areas for the Administrative Assistant and the 
Correspondence Specialist. Their areas are inter-dependent and permit total promotional . 
mobility for office workers. An Administrative Assistant can move to Correspondence 
Specialist position or be promoted to the Administrative Supervisor posit ion. The 
Correspondence Specialist can move to the, Administrative Assistant position or be promoted 
to the Correspondence Supervisor position. Promotion froai either side leads to the Word 
Processing/Administrative Support Manager's position. 
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Worker Mobility Chart 



INDUS(rRY RECOMMENDATIONS 

CORRKSi'ONDHNCF, SlII'I'RVlSfiK 

. IndiiHtry reprefientatlvefi h/ivc nuitle fleveral Huggefltlonfi Co fltudents who will seek CJiplopent 
upon completion of this ocrupntloiifll program. These Rdggefltions nre general \a nature and 
dcBcrlbe the kintUif Individual vhon they vish to hire. A competent vorker 1b one vho satls- 
fflctorially perfonnB the taflks listed In this docunient and one who Is mature and responalblc. 
It Ifi Important that an employee have n poflltlve attitude toward work and that he/flhe con- 
Clnues to learn on Che Job. 

One way an employee contlnueg to learn la through reading articles In profeaalonal, Journals 
and publications. It is very important for a person In this position to Intelligently 
comnunlcate with employers, associates, and the general public. 

# • ■ 

The employee who is an asset to the business assumes responsibility for communications (both 
written and oral) that leave the office. This includes using correct grammar and punctuation, 
spelling words correctly, and proofreading carefully so that neat and accurate corrections 
are made. Accurflcy and confidentiality are extremely important in all secretarial/.clerlcal 
occupations. ' ,rj , 
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JOB DESCRIPnON 



CotfSffespondence Supervisor - • " ., . , • • / 

Other comon job titles which graduates mj have include; \ Senior Correspondence Secretary/ 
Specialist, Word Processing Supenisor, Word Processing? Center Supe:. 3or.. . 

The hasic duties of the cortespondence supervisor' a:. ^ to Mintain reports such as personnel, 
cost, and productivity. Other responsibilities could include supervising and training the , 
■ correspondence specialist within the center, developing and maintaining center procedures, 
giving personnel interviews, counseling, assisting in career development and advanceient, 
assisting in development of new applications and coordinating work requirements received 
from users.' . . 

In addition, the correspondence supervisor may ,be required to make recomendations for equip- 
ment and personnel to meet future management objectives. 

Graduates of this program are qualified for employment in an office that utilizes the word 
processing concept. •Graduates of such a program begin as a correspondence specialist but 
have the opportunity for more rapid advancement. 
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TASKUST 

• / ■ .. 

'■ ■ ji ^ 

III ' ' • 

The follovlng Task Llst/'^lves-you, the vocational Inetnictor. recoimendatlons about 

what your students shoiild be able to do when they takra job as a CORRESPOHDENCF " 
SUPERVISOR. It was developed by a working comlttee of secretarial/clerical Instruct- 
ors and Industry representatives throughout ,the state of Minnesota. 

The Task list on the following pages includes the Tasks and the AREAS OF COKPETENCY 
reconmended for a' graduate of the advanced Word Processing .Jccupatioaal ProRram. 

As you utilize this task list, you will need to continue working with your local 
advisory coinittee "and with other instructors in your geographic area. Jjidgaents 
must be made, by you, concerning the amount of tlie to spend in teaching various 
tasks, the conditions surrounding the performance of each task and the performance 
level for each task that will be acceptable. v , 



15 



ERIC 



16 



CSup 2 




Correspondence Supervisor 

TASKUST ^ 

AREA OF COMPETENa: TYPEWRITTEN COMMUNICATIONS / 

ft';. - 

I.A. types business documents froin: transcription .equipment, hard copy, stored documents 
1. types business letters in several styles, including any of the following features 

a. attention line , ' \ 

b. carbon notations . , ' 

c. company dasie in closing 
' d. enclosure notations 

e. listed material 

f. mailing notations ' 

g. multiple page headings 
" h. postscripts 

1. quoted material 
j, reference initials 
k. special closing 



* This list Is referenced to the correspondence specialist list, The * Indicates areas which 
apply only to the correspondence supervisor. 
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special-sized stationery 



(1) 
(2) 
(3) 



executive size 
half size 
legal size 
metric update 



2, 



.3. 



in. statistical data in tabular form 
n. subject line 



types addresses on envkopes 

a. addresses for window envelopes 

b. mailing address (including ZIP Code) 

c. name above printd return address 

d. return address' 

e. special notations 

types Interoffice memos ' ■ 



d. document codes 
p." special formats 




a. footnotes 




I.B, Types copy for reproduction from: transcription equipment,' hard copy, stored documents 



1. types offset msters 

-2 . types masters for photd reproduction 

3, types photo composition input 



1 
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I.C, Types miscellaneous material from: transcription equipment, hard copy, stored documents 
1. types miscellaneous material 

a. address, file folder and file drawer labels 

b. company news letters 

c. indes cards ' ■ ' ' 

d. itineraries 

e. meeting agendas 

f. name badges 

. g. news releases 

' h. postcards i • 

i. speeches ' . 

j. statistical reports 

k. summaries of minutes of meetings or conferences 

1, various office forms ' ' , - > " ' 

m. various periodical reports 

n. other materials pertinent to the specific business 

I.D. Types business documents'and miscellaneous material from transcription equipment,- hard copy, 
and stored documents supplying carbon copies as requested , 

1, types carbon copies 



2i ■ 
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AREA OF COMPETENCY; lOGGING-IN 



LA. Perforas logglng-in procedures for work coining into the correspondence center via central . 
recording equipment 

1. removes media from recorder 

2. places clean media on the recorder when necessary 

3. completes log sheet and attaches media removed from central recorder ■ 

a. records time dictation was received 



places media and log sheet in hold folder according to centers work in progress procedures 



I.B. 



Performs logging-in procedures for hard copy coming Into the correspondence center 



1. completes log sheet and attaches to hard copy . 



a. records time copy was received 



2. 




I.e. 



Performs logging-in procedures for stored copy 



1. selects needed materials from stored copy file 

2. completes log sheet indicating amount of work and time of completion 
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AREA pF tOMPETENCY: KEYBOARDING (ON MAGNETl!: KEYBOARD) 

I.A. Keyboards from recorded media, hard copy or stored documents and produces final copy 
as requested by center usera 

1. removes recorded media, hard copy, or storei documents from' central hold folder 
or stored document file following center procedures to obtAln materials needed 
for keyboarding 

i 

a. indicates time and date picked up on log sheet 

2. keyboards materials obtained ' ' , 
a. types copy 

(1) rough-draft form 

(2) flrst-timtfinal 

(3) documents for permanent storage 

3. edits and proofreads for playback in final form 

a. punctuation [ 

b. spelling 

c. grannar 

d. word division 

e. format * 

4. plays back rough draft, edited materials in final fo/m \ 

* 
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5, uses line counter or specific office Measuring procedure to determine amount 
of work typed ' i 

6. completes log sheet to indicate work completed 

a. indicates tine completed 

b. classifies type of (locument 

(1) original 

(2) hayd copy 

(3) stored document 

(k) revisions ' $ 

(5) statistical 

c. determines- amount of vork completed 

( 

(1) lines 

(2) pages 

(3) keystrokes 

(4) time . ' . 

r 

1, scans, erases, refiles, or returns to user the transcribed media, hard copy, or 
/ stored documents aa determined by center procedures 

8; routes completed copy to word originator 

I.B. Keyboards variable information when playing back stored documeats 

t, obtains stored document according to center procedures 

2, plays back stored material and Inserts variable information as needed 
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.3. edits and proofreads for accurate 'final copy j 

4* measures work 

^ 5. completes log sheet 

6. completed copy is returned to work originator for final approval 

I.e. Keyboards documents using specialized terminology as determined by the needs 
the business (e.g. legal, medical) 

I.D. Proofreads and makes neat and accurate corrections of typed material 



AREA OF COMPETENCY: COMMUNICATIONS COMPOSITION 
I .A. Composes miscellaneous business letters or memos 
I.B.. Composes business reports 

I.e. Composes other materials unique to the business 

I.D. Edits materials for processing when necessary 

I.E. Composes and dictates letters, memos, etc. for transcription 

1. uses a machine 

2. dictates person to person 



I 

AREA OF COMPETENa; RECORDS FIIING AND MANAGEMENT (AS APPIIED TO CENTER PROCEDURES) 

II.A. Maintains and manages the currently used filing system 

1. adds, new jackets, folders or envelopes 

2. locates and' retrieves stored Inforaatlon 

a. magnetic media 

b. hard copy ^ - V 

3. refiles stored media | 

4. searches for missing and misplaced material^ 

*5. maliitalns records of materials taken out o^ t^^^ ' 
*6, foUows-up on released materials 

I.B. Codes documents for filing . 

1. assigns code numbers .' - ^ 

2. records name of author requesting the work ' ■' 

\ 

I 

I.C, Maintains index files 

\ , 

I.D. Maintains personal "work in progress" file 

I.E. Maintains central "work in progress" file i 

IJ. Maintains log records 

' ' • . CSup 10 



1.6. Retilns conpleted/output media for a predeteiilned number of days uilng the procedur 
for holding u established by the center 

V 

I.H. Maintains "tickler" file 



Revises flies to keep them current 
*I,J. Cross-references documents and prepares cross-reference cards 
AI.K. Uses CRT file maintenance to update magnetic media 
*1,L. Determines recordkeeping needs and selects a filing system 

*I.M. Establishes and sets up a filing system , 

1. requisitions necessary equipment and supplies 

2. prepares folders and guides 

3. files documents 



AREA OF COMPETENCY: PUBLIC RELATIONS AND STAFF SERVICES (VERY IMPORTANT) 
I.A. Receives persons who enter the correspondence center 



/ 

I.B, Schedules and records appolntmenta with office personnel 



I.C, Conducts tours 



AREA OF COMPETENa: OFFICE EQUIPMENT' 

II. A. Sets and maintains standards for maintenance and care of office equipment within the center 
*I.B. Handles senice calls on equipment 



*I.C. Determines requirements for eqilipmeiit 

1. knows what equipment is available 

2. makes recommendations for equipment changes 



*I.D. .Maintains records of equipment inventory 



t 
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AREA OF COMPETENCY: OFFICE SUPPLIES (AS APPLIED TO CENT^) 

II • A, Maintains and keeps up to date personal and center inventory of supplies 

^ 1. determines requirements for personal and center supplies and checks to 

see if minimum quantities are on hand 

2. prepares, requisitions or orders supplies as needed 

3. organizes and maintains records of supplies inventory 



/ ■ 

♦AREA OF COMPETENCY: OFFICE FUNQIONS 
I. A. Maintains a bulletin board of announcements, news, etc. 

I.B. Maintains employee information directory 

I.e. Writes/prints legibly 

I.D. Attends inhouse staff meetings 
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AREA OF COMPETENCY. TEIEPhomi: r-r. 
I A . ^ElEPHONE COMMUNICATIONS 

incoming telephone cali« 

------ 

I' P-ce3 .oca. cans "'^^"^ 
• --.n« .on« ..3.a„ce cans 

• ^"^«nal (center) telenH 

'^^-^ephone records 

^' keeps Hat nf f 

^' ---3 Ion« .te^^^rf- -er- up to dste 

^-'^^ up information by usl„„ ' 

y using the telepNgfie dlrectorv 
^- uses the wh^^» "-"^rectory 

3p..k„,,„„, •""'•""d .,„,p.„, 

^- operates after ho 

-coustlc cZl^^^^^r 
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AR^ Of COMPETENCY: ADMINISTRATIVE DUTIES 

I.A. Delegates wrk to other people by Riving Instructions and directions 

l.B. Receives work and instructions from company euployees and aisums reiponslblUty for 
Its completion 

I.e. Develops and improves work methods, procedures, llld manuals 

I.D. Plans and schedules work assignments and priorities for the correspondence center 

I.E. Resolves ai|thor complaints 



AREA OF COMPETENCY: REPROGRAPHIC SERVICES 
I.A. Creates needed copies 

1. operates duplicating equipment 

a. offset (optional). 

b. photocopier 

2. collates materials 



a, manually 

b. by machine 
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*I.B. Determines and recomends duplicating requirements and delegates responsibility for 
. the creation of needed copies 



AREA OF COMPETENai REFERENCE MAtERIALS . , ' < 

I.A., Uses general reference materials to compose, edit, aid in research, look up spelling, 
pronunciation, definition of terms 

a. office or company's procedures manual 

b. dictionary y 

c. telephone directory and yellow pages 

d. quick reference words manual ^ 

e. thesaurus 

f. ZIP Code directory 

g. secretary's reference manual 

■ h. company files ' 
i. past records 
j , word division manual 

. k. equipment operations manual ^ - • 
li atlas/road maps - 

tm 

l.B. Uses specialized reference materials for understanding of operations, procedures, 
'and utilization of a word processing system 

1. ases book of authorized users 

a. how their name and title should appear 

CSup 16 



2. ' uses central manuals of office procedures 

a. secretary's manual 

b. dictator's manual 



3. communications manus.1 
a. computer manual 



1 



I.e. Uses specialized manuals specific to the company' 

1. uses equipment manuals 

2. uses training manuals 

3. uses company policy manual * , 
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'AREA OF COMPETENa: PRODUGION AND PERFORMANCE STANDARDS 

LA. Develops and maintains records of production and performance according to '.center 
procedures and standards to measure work completed by, center employees 

1. determines type of work and maintains records for 

a. correspondence 
(1) letters 
■ (2) memos 

, " . ' CSup 17 



b. lengthy documents 

(1) manuals 

(2) guides 

(3) legal briefs 

(4) technical reports 

c. statistical work 
(1) tables' 

d. foreign language text 

e. forms — fill-in work 
identifies mode of input 

a* handwritten — manuscript 

b. typed drafts with author revisions 

c. cut and paste 

d. pre-recorded dictation — stored or original 
identifies activities within the center 

a, keyboarding 

(1) recording on magnetic media 

b. text editing 

(1) makes author changes using iL>ignetic keyboard 

c, playback 

(1) automatic typing of "clean" output 

d. non-typing activities 
(1) proofreading 



♦AREA OF COMPETENCY: STAFF REQUIREMENTS AND RESPONSIBILITIES 

I.A, Provides staffing to meet requirements 

I.B, Selects, recruits, and trains supplemental help 

I.e. Conducts personnel interviews 

I.b. Gives verbal counseling 

I.E. Assists in career development and advancement 

I.F. Appraises employee performance and recommends salary action 

I.G. Maintains and improves attitudes and standards within the correspondence centei 

I.H. Conducts staff /communication meetings 



AREA OF COMPETENCY: COST DISTRIBUTION PROCEDURES 

I.A. Prepares a center summary report for management ^showing input from department/ 
users, production, production against standards, and turn around time 
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I.B. Prepares records for cost/charge back to other departments 



♦AREA OF COMPETENai INSERVICE EDUCATION ( 
LA. Conducts author training sessions for users of the correspondence center 
I.B. Conducts programs of on-going education for upgrading of center personnel 
I.e. Conducts training sessions for new employees in the center 



♦AREA OF COMPETENCY! BUDGET RECOMMENDATIONS 

I. A. Maintains records to make budget recommendations 



1. Maintains records of personnel, equipment, and overhead for budget recommendations 



/■• a. input equipment 

b. output equipment 

c. salary 

d. supplies 
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e. fringe benefits 

t temporary help 

g. overtime ' 

h. operating space 
1. maintenance 

j. equipment 



I" 
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I 'm OF COMPETENa: MACHINE OPERATIONS, 
I.A. Operates the 10-key adding machine to perform basic office ^tles 
I.B, Operates the electronic display calculator to perform basic office duties 
I,C. Operates the electronic printing calculator to perform basic office duties 
r.D. Operates the transcribing machine to perform basic office duties 

I.E. Operates the automatic/power typewriter to perform basic office duties (Magnetic Keyboard) 
Kind: 

I.F. Operates central recording equipment (input equipment) to perform basic office duties 
Kind; ' ^ 



I.G. Operates the envelope stripper to perform basic office duties (Optional) 
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I.H. Operates the continuous slitter to perform basic office duties (Optlona: 
I.I. Operates the telex to perform basic office duties (Optional) 



AREA OF COMPETENCY: SUPERVISED WORK EXPERIENCE, OFRCT SIMULATION, 

STUDENT ORGANIZATIONS (OPTIONAL) 

I. A. ' Participates In supervised work experience training (co-op, Internship) 

I.B. Participates In. simulated office program 

I.e. Participates In co-currlcular student organizations 



COMPETENCY RECOID \ 



The COMPETENCY RECORD that appears In this section is 
suggested as a replacement for the traditional report 
card. It can be used to give employers, teachers, 
counselors, sutdents and parents information about 
what each student can and cannot do. 

The COMPETENCY RECORD should follow the student through 
his or her vocational training in the secondary and/or 
the post--secondary school. The recommended grading scale 
is shown on the COMPETENCY RECORD. The COMPETENCY RECORD 
on the following pages includes ALL the AREAS OP COMPETENG 
recommended for a graduate of the CorrjMpondence Supervise 
Occupational Program, 
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COMPETENCY RECORD 



OCCUPATIONAL PROGRAM: CoiTespondence Supervisor LAIome StudctiL 



This competency record tells what the rtudent, who is' named above, has demonstrated that he or she can 
do. A graduate is one who has demonstrated competent performance of all the tasks designated for this 
occupational program. This competency record la to be used as an expansion of and/or supplement to the 
traditional report card* Student performance can be rated at the secondary and/or post secondary level. 



RATING SCALE : 

5 - Performs task(s) with ability that consistently 
exceed(s) program minimum standards set for Job 
entry level; very competent. 

4 - Performs task(s) at job entry level; competent. 

3 - Performs task(s) with periodic Assistance. 

2 - Performs task(s) with constant assistance.^ 



1 - Is unable to perform task(s). 

T - Demonstrated ability" to perform task(s) at or 
above job^entry level by taking a challenge 
test. 

I 

PWPM - Actual production words per minute (PWPM) 
obtained by student. 



SCHOOfTf^UXTENDED: 



DATES ATTENDED INSTRUCTOR'S NAME(Sl 
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MINIMUM 
PROGRAM 


SEI 


:ONDARY 

wi TVCTT) 


POST 
RATING 


im 

YR, 


m 

InSTR, 


AKbA Ut.LUrii'lilENl.Y; TYPEWRITTEN COMMUNICATIONS 














I.A. Types business jcuments from: transcription eouip- 
nient, hard copy, stored docuients 






■ 






— ^ 


1.3. Types copy for reproduction from: transcription 
equipment, hard copy, stored documents 


r 


■" ' 


1 , 








I.e. Types miscellaneous material from: transcription 
] equipment, tiarcl copy, stored documents 










I.D. Types business documents and miscellaneous material 
'from transcription equipment, hard copy, and stored 
documents supplying carbon copies as requested 






I 








Comer's: 

• 


Ai;EA OF COMPETENCY: LOGGING-IN 
















LA, Performs logglng-ln procedures for work coming Into 

the correspondence center via central recording equipment 
















i/" Performs logglng-in procedures for hard copy coming , 
ln» the correspondence center 
















Performs logging-ln procedures for stored copy 
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MINIMilM 
PROGRAM I 
STANDA 



SECONDARY 



RATING 



INSTR. 



I 



SEC( 



RATING 



nsiR 



Comenta: 






• 




• 


AREA OF COMPETENCY: KEYBOARDING (ON HAGNETIC KEYBOARD) 
















I.A. Keyboards froi recorded ledla, hard copy or stored doc- 
unents and produces final copy as ret^uested by center users 
















I«B. Keyboards variable Information when playing back stored . 
documents 
















. i 

I.e. Keyboards documents using specialized terilnonlogy as de- 
teralned by the needs of the business (e.g. legal, medical) 
















I.Df Proofreads and makes neat and accurate corrections of 
' typed material 
















Comments: 

.■J 




*AREA OF COMPETENCY: - COMMUNICATIONS COMPOSITION 
















I. A. Composes miscellaneous business letters or memos 
















I.B. CoiDOses business reports 

















1 

( 


MINIMUM 
PROGRAM 
STANDARD 


SEC 

ratI^ 


ONDAR' 

yr, 


^- f 
INSTR, 


POST 
RATING 


SECON 
YR, 


3AIIY 
INSTR, 


I.e. Composes other laterlals unique to the business 
















I.D. Edits materials for processing when necessary 
















I.E. Composes and dictates letters, memos, etc, for transcription 
















■ 

Comments: 




^ 1 

AREA OF COMPETENCY: RECORDS FILING AND MANAGEMENT (AS APPLIED TC 
CENTER PROCEDURES) 
















• 

II. A. Maintains and manages the currently used filing system 
















I.B. Codes documents for filing 
















I.e. Maintains index files \ 


i 




1 










I.D. Maintains personal "work in progress" file 
















I.E. Maintains central "work in progress" file ' 






\ 










I.F. Maintains lo^ records 










— 


> 


} 


I.G, Retains conpletf '/output media for a predetermined number 
of days using the procedure for holding as established by 
the center %l 


r 

1 






V'' 

/ • * 






y 
1 



' 1" '''' ■ 





MINIMUM 
PROGRAM 
STANDARD 


SE 

mm 


CONDAB 


Y 

INSTR, 


POST 
RATING 


SECON 


DART 

INSTR, 


LH. Maintains "tickler" file 






• 










*I.I. Revises^ files to keep them current 
















*I.J. Crofls-referencea documents and prepares cross-reference cards 
















*LK. Uses CRT file maintenance to update magnetic media 
















*I.L. Determines recordkeeping needs and selects a filing system 










• 






*I.M, Establishes and sets up a filing system 
















Comments: ■ 




to OF COMPETENCY: PUBLIC RELATIONS AND STAFF SERVICES (VERY 
IMPORTANT) 
















I. A, Receives persons who enter the correspondence center 
















LB. ihedulesand records appointments with office personnel 
















I.e. Conducts tours 
















Coir^pts: ' ' • ' 

' " ■ '* ■ 
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MINIMUM 
PROGRAM 
STANDARD 


SEC 
RATING 


ONDAR 
YR, 


Y 

INSTR, 


RATING 


SECON 
YR, 


INSTR, 


/ 

. ^RFA OF rnMPFTFHfY' (IFFIfF FOIIIPMFNT 
















[I. A. Sets and maintains standards for maintenance and 

talc UL UiliUC CV|Ui.piUcIlL WiLlllU Lilt LClUtL 








1 _ 






• 


nttnuico sciviCc Cttiis on evjuipmciii 
































riainLalllo lcLUI.UI) UL cUUlUiucllL lllVcllLUiy 






i 
1 








1 

Coments: 




• 




AREA OF COMPETENCY: OFFICE SUPPLIES (AS APPLIED TO CENTER) 
















II.A. Maintains and keeps up to date personal and -center inven- 
torv of supplies 
















Comments: 










*AREA OF COMPETENCY: OFFICE FUNCTIONS 
















I. A. Maintains a bulletin board of announcements, news, etc. 

















, • 6'i 

CO 
Do 



I.B. MalntalM employee Infomation directory 
I.e. Wrlteg/prlnts lef^lbly 



LP. Attends Inhouse sta^f meetings 



MINIMUM 
PROGRAM 
STANDARD 



Contents: 



A 



AREA OF COMPETENCY: TELEPHONE COMMUNICATIONS 



SECONDARY 



RATING 



YR, 



INSTR, 



POST SECON 



RATING 



IMSTl, 



I. A. Answers Incoming telephone calls 



II. B. Places outgoing local and long distance telephone calls 



II.C. Keeps Internal (center) telephone records 



I.D. Looks up Information by using the telephone directory 



I.E. Places outgoing and receives incoming calls using 
specialized equipment 



Comments: 
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MREA OF COMPI-TKNCY: ^ ADMINISTRATIVF DTO 



I.A. Oolegfltes work to other people by giving I lu; truer ion!) 
and directions 



I.R. Receives work and instructions from company employees and 
assumes respon s lhlllty for its completion 



I:£i-Jlgj[£l2£lM j'nproves work- methods, procedures, and manuals 



I.D. Plans and schedules work assignraentg and priorities for the 
correspondence c enter 



I.E. Resolves author complaint,V 



HINIHUM 
PROGRAM 
STANDARD 



Comments: 



Comments: 



SECONDARY 



RATING 



YP.. 



INSTR, 



POST SECONDARY 



RATING 



VR, 



INSTR 



AREA OF COMPETENCY: REPROGRAPHIC SERVICES 






t 


1 


4 . 






I.A. Creates needed copies 


— r 














*I.B. Deteraines and recommends duplicating requirements and 
delegates responsibility for the creation of needed copies 

















4 
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1 

V 


■MINIMUM 

PROGRAM 
STANDARD 


SF( 
RATING 


YR 


Y 

TNSTR 


POST 
RATING 


SECON 

yfivVii 

YR 


INSTR 


AREA OF COMPETENCY: REFERENCE MATERIALS 














* 


( ■■ '" • 
I.A. Uses general reference materials to compose, edit, aid In 
research, look up spelllni!, pronunciation, definition of terms 
















T U Tift Art n<n A A^MiifnAJ k^^_.b_J^1_ if 4 1 1J 

uses specialized rererence materials for understanding of 
operations, procedures, and utilization of a word processing 
sysceifl 






^ ■ 










I.e. Uses specialized manuals specific to the company 
















Cotments: » 


*AREA OF COMPETENCY: PRODUCTION AND PERFORMANCE STANBARDS 
















LA. Develops and maintains records of production and performance 
according to center procedures and standards to measure work 
completed by center employees 
















Comments: ( 




*AREA OF COMPETENCY: STAFF REQUIREMENTS AND RESPONSIBILITIES 
















I.A. Provides staffine to meet reaulrements 
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MINIMt 
PROGRAM 
STANDARD 


SE( 
RATING 


:ONDAI 
YR, 


lY 

INSTR, 


POST 
RATING 


SECON 
YR, 


DARY ' 
INSTR, 


















LC* Conuuctfi DPTQnnTipl 1ntprvlpu<? 










• 






LD* (J IvPQ verbal rnnTi<;pHTiP 
















!•£« Assists In rarppr dpvplonmpnf ^nH flrlvanrprnprif V 
















IiF» AnDrAlSPS PmnlnvPP nPTfrimflriPP isn^ TorAimnDfl/lo oaTarif 'jpf"inTi 
















I.G« Maintains and improves attitudes and standards within the 
corrpsnondpTipp rt^n^'oT 
















r.H. flnndiirt^i ^^flff /rninwiinlrfltinn mpof-lnoc 
















Coments: 




*AREA OF COMPETENCY* fOfST HT^TRTRlITTflN PROrFDirert; 








5 








I.A.^ Prepares a center summary report for management showing 
Input from department/users, production, production 

u^a4-ii9t -otaiiUaiUo ^ allu LUJ.11 dlUUllU tJLUlc 
















.R- PrpnarPfl rprnrds fnt ^rf^t/rhflrop Via/^Tr fn rtfKof /lonarHionfo 

xiu* iicpaivo LCL-ULUP lUi t/ LlldL gC UuLi^ LU ULllCi UcpclL UUcIlLo 
















Conments: ^ 





7i 
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MINIMUM 
PROGRAM 
STANDARD 



SECONDARY 



post SECOHDARY;. 



RATING. 



YR, 



INSTR, 



•RATING 



YR, 



*AREA OF COMPETENCY; INSERVICE EDUCATION 



I. A. Conducts author training sessions for users of the 
correspondence center 



I.B. Conducts prograis of on-going education for up- 
gradlng of center personnel 



I.e. Conducts training sessions for new employees in 
the center 



Comments: 



*AREA OF COMPETENCY; BUDGET RECOMMENDATIONS 



LA. Maintains records to make budget recommendations 



Comments: 



AREA OF COMPETENCY: MACHINE OPERATION 



I.A. Operates the 10-key adding machine to perform basic 
office duties 
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MINIM[JM 
PROGRAM 
STATOARD 


■ SEC 
RATING 


lONDAR 


Y 

INSTR, 


POST 
RATING 


SECON 
YR. 


m 

INSTR 


I.B. Operates the electronic display calculator to perform basic 
' office duties 
















/ 

I.e. Operates the electronic printing calculator to perform 
basic office duties 
















I.D. Operates the transcribing machine to perform basic office ■ 
duties 
















I.E. Operates the automatic/power typewriter to perform basic 
office duties (magnetic keyboard) Rind: 
















I.F. Operates central recording equipment (input equipment), to 
perform basic office duties Kind: 




• 












I.G, Operates the envelope stripper to perform basic office 
duties (Optional) 


K 














I.H. Operates the continuous slitter to perform basic office 
duties (Optional) * ,4« 
















If 

IiL Ooerates the telex to Derfonn baslt office dutlefl fOotional) . 


1 














/ 

Comments: 

* 







. MINIMUM 
PROGRAM 
STANDARD 


SE( 
RATING 


:ONDAI 


INSTR, 


POST 
RATING 


SECON 
YR. 


DARY 
INSTR, 


m OF COMPETENaJ SUPERVISED WORK EXPERIENCE, OFFICE SIMUUTION, 

— . AH 1 trm 1 HIT /VtT^ / A^mT A%T 1 T \ 

STUDENT ORGANIZATIONS (OPTIONAL) 
















I. A. Participates in supervised work experience training (co-op or 
internship) 

Typo nf Kn.cilTiPj?.q. institution, or aeencY! ■ 








• 


• 




* 


Lenzth of time: 




I.B. Participates in a simulated office program 
Length of proKram: 


















I.e. Participates in co-curricular student organizations 
fJflTn^ of organizations: 
















^_ — 1 

f 

Coments: 




\ 



Statements of competencies can/be graded at either the secondary or post-secondary level. 
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INDUSTRY REPRESENTATIVES 



The following Indus^tria^ Representatives were involved in the developent of the task list for this 
occupational program. 



.|lr. Dave Ells 

*%rd Processing Consultant 
President Woodhury Consulting 
• and Development Inc. 

■ 1*01 Woodland Drive 
St. Paul.illJ 55119 



Ms." Dorothy Sandhurg 
Operations Officer 
First National Bank of Minneapolis 
120 South Sixth Street . 
Minneapolis, M 55^^80 



Mr. Richard Zignego 
Analyst, Methods and Procedures 
Burlington northern. Inc. 
1I6 East Fifth Street 1 
St. Paul, MH 55101 



Mrs. Jean Geving . 
Supervisor, CopoRications 

Center 
Gambles 
P. 0. Box 1+58 
Minneapolis, M 551*1*0 



Ms. Celeste, MacAllister 
Supervisor 

Control Data Corporation 
P. 0. Box 0 

Minneapolis, Mil 551*^0 

Mr. Francis S. Eodine I, 
Manager, Clerical Methods 
General Mills, Inc. 
P. 0, Box 1113 
Minneapolis, MN 551*1*0 



Ms. Joyce Gallentine , 
Word Processing Manager 
MedTronic, Inc. 
6120 Earle Brown Drive 
Minneppolis, n 55I130 



Mr. Ronald Cornelius 
Word Processing Center 
MedTronic, Inc. 
6120 Earle Im Drive 
Minneapolis, .JI 55I130 



Ms. Artie S. Lewis 
Executive Secretary 
3M Company 

Central Engineering 1(2-2W 
St. Paul, MN 55101 
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(InduBtr/ Representatives Continued) 



Miss Judy Reese 
Word Procjessing Supervisor 
Peavey Company i 
T300 Second Avenue South 
Minneapolis, MH^ 55l>02 



Ms. Carol M. Mack 
Word Processing Supervisor 
Pillsbuiy Company 
608 Second Avenue South 
Minneapolis,, 1 55I1O2 



^M^. V, Thomas Wojcik 
%d Processing Supervisor 
State Farm Mutual 

Insurance Company 
1500 West Highway 36 
Paul, MN 55161 



Ms, Linda Havenor 
Administrative Supervisor 
■First National Bank of 

Minneapolis 
12| South Sixth Street 
Mifaneapolis, M 551j80 



Ms. Diane I>/;2: 
Administrative Supervisor 
Peavey Company 
, T30 Second Avenue 
Minneapolis, MN 55li02 
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DEVELOPERS 



Curriculum Articulation Project 



Dr. Laura J. Burger, Director 
.Ms. Deena B. Allen, Curriculum 
'■ Specialist 

Statewide Curriculum Articulation 

Project 
3554 White Bear Avenue 
White Bear' Lake, M 55110 



Ms. Connie' Kohls, Curriculum 

Specialist 
Statewide Curriculum Articulation 

Project 
Brainerd A.V.T.I. 
300 Quince Street 
Brainerd, MN 55401 



Carolyn Ball 
Central High School 1'^ 
3416-4th Avenue south 
Minneapolis, MN 55408 



) f 
Sandy Tracy ^■J 

'Hutchinson A.y.^I. 

200 Century .Avenue 

Hutphinson, MN 55350 



Faye Gurtz 

Dakota County A.V.T.I. 
Hosemount, MN 55068 



Ann Czarneck; 

Hennepin' Technichll Center North 
9000 North 77th Avenue 
Brooklyn Center,.^ ' 55445 



Kate Goke 

St. Cloud A.V.T.I. 

St. Cloud, MN 56301 

Rit^ Craven 
Jackson ^.V.T.I.. 
Jackson ;fMN 56113 



James Heckler 
Granite Falls A.V.T.I. 
Granite Falls, MN 56241 



•Ron Svedjan 
Bemidii A.V.T.I. 
Roosevelt Road 
Bemidii, MN 56601 



Chuck Trochlil ■ 
Willmar A.V.T.I. J 
Box 1097 .'.^ ' 
Willmar, MN ' '^^^6201 



Carol Grinacker 
Moorhead A.V.T.I. 
810 4th Avenue South 
Hoorhead,^ MN 56560 
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hUmAN relations and personal DEVaOPMENT 

Secretarial/clerical personnel work with peO^)le. For this 
reason addi^tional competencies in the area of Human Relations^ 
and Personal Development- are needed by the student who wishes J 
to become employed. Peo*^le work together when they have an 
understanding of themselves and their co-worKers and when they 
willingly make appropriate aCkiustments in their own behav- ^ 
ior. * ■ 

The STATEMENTS OF COMPETENCY shovm" in the following section Of 
this task list represent the minimal Human Relationship and 
Personal Development skills needed by graduates of secretarial/ 
clerical programs. It should be recognized that students wi-ll 
qontinue to learn about themselves and others through dalLy ex 
periences they haA'e in their careers. 
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HUMAN RELATIONS AND PERSONAL DEVELOPMENT 

AREA OF COMPETENCY: COmUNICATIONS 

A. Demonstrates acceptance of people in a friendly business-like manner 

1. interacts verbally with people in coimiftnicating a message 

♦ 

a. enunciates clearly 

b. uses correct grammar and appropriate choice fit words 

c. sh<)ws /demonstrates tact 

d. responds courteously ' ^ > 

e. uses a pleasant speaking tone, rate and 4luine 

2. asks, reineinbers and uses persons' names in coranunicating with people 

3. interacts non-verbally with people in coimiunicating a message 

a. recognizes the meaning of facial expressijOn 

b. recognizes the meaning of body language * . j\ 

c. recognizes the meaning of ey^ contact '-^ Jf' 

d. recognizes the meaning of hidden jnes8agtij.V ^ . 

B. Listens to and responds to the messages received ,f rok (A-dike'r§, yisoys. artd visitors ■ 

1. takes notes when. receiving instructions , . >: ;.,>,, \\N - ' p ' jry -* 



2. periodically looks at the person who Is spea&njjfio ,ob;ainjisu^l|(cue&^^^^^ ^ 

3. asks for clarification when' the message, is 'not kdWood P v j ' \ ' 

4. concentr^hs on :r.c thirj 3t ' time as directions are Mr':l ■ f ■■ ' / 



C. Gives directions and responds to other pebW, ^ '-i . VT ,!v^?, ■.'^ 

1 makes use of an understanding of huMn Mmoi; ' A)(fv^^^ \ fi ■ v 

2. displays an ability to be assertive with&jeing.^ ;:; 

3. deals effectively with anfery or defensivi'^w-workers/custom^^fi 



4. recognizes the uniqueness of and dif f erentei;|^ individuajs^ 



AREA OF COMPETENC Y: SELF-DEVELOPMENT ^ ^, , ^ . ., 

A. Demonstrates a disposition for continued personffjl:|i{Wth aHi )ji(ierstatAng .^i seU, ■ ' | ' ; 



t I ri 



{^:. 1. thinks positively about' himself /herself and his/hei: future 

2. does not show off to bolster hlayher self-confidence 

,3. waits for what he/she wanti ' ■ . 

''■4. makes up his/her mind decisively ,' 

5. admits his/her shortconilngs ' 

6. recognizes and builds on his/her strengths without becoming vain 

7. seeks out new ways-Cto develop his/her talents 

8. has a realistice self '■image based upon the way that others see him/her 

9. has a positive attitude about self and others 



B. Displays personal development for social living 



D. 



1. handles per„ ^nal finances 

2. chooses li; tyle and housing options 

a. displays an ability to live and work with others harmoniously' 

3. choosef safe and reliable transportation, 

4. identifies p^rs^al biases, prejudices, and stenotypes 



C. Shows emoti|nal maturity 



1. tolerates frustrations , 

2. thinks for himself /herself 

3. is calm nnd exerts extra effort to keep on an even level 

4. tackles unpleasant tasks without self-pity 

5. tak^s responsibility for his/her own actions 

6. understands his/her role in group dynamics 

7. takes orders without becoming obstinate 

8. is motivated by a long-range plan, not by whims or desires of each passing week 

9. does not nurse grudges or try to get even 



Maintains professional maturity 

1. has clearly defined career goals ■ 



a. views his/her job professionally, rather than as only i^Tit 

b. sees job satisfaction as part of good mental health 

c. sets realistic ^oals based on his/her abilities 

ARE? OF COMPETENCY: PERSONAL' APPEARANCE 
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A. .Maintainjs good physical fitness behavior patterns 



1; gets ftifficiettt sleep 
' "E£^5p . 2. sh^j<|^goo^ nutrition 



HR/PD Csip42 



3Wj?pSji(Sr(5p^>r exercise 

4. " nas annual 'dental and mudlcal check-ups 

5. has good postute 



V B. Shows good visual poise 

1. demonstrates an appropriate method of standing, walking, sitting, bending and liftinR 

C. Selects and wears proper office attire 

1. is groomed attractively and tastefully 
wears clean, wrinUe free garments 
I), wears flattering colors and garment styles for his/her figure 

c. rhooses accessories that are appropriate for work 

(1) fads 

(2) ,fasy^ons 

d. coordinates colors of garments and accessories worn together 

e. plans a wardrobe for a iiraited budget 

f. wears shoes that are quiet, polished, fastened and in good repair 

g. siioi's for clothing that is well constructed so that It will last 

D. Has good pei5onal hygiene habits 

1. bathes his/her body regularly 

2. uses antiperspirant 

3. has clean hair, skin, teet: , nails, and breath ^ 
'4. wears clean clothes that have been laun(}ered properly 

5. removes hair properly and, regularly froi selected areas of the body 

6. applies cosmetics in a skillful way to enhance features 

7. subtly applies body fragrances ^ ■ 

AREA OF*CQMPETENCY: ■OFFICE ATTITUDE ' ^ 
■ A. Relates to, male and female co-workers o$i all age8|. skills, backgrounds, and position^ 

, ■ 1'. contribute! to a team effort 

a. requests and/or gives assistance to other people 

b. handles constructive/non-constructive criticism «nd profits from it 

c. declines invitations gracefully ^ 

d. responds cheerfully and gives praise when apprdpriate 
*. is supportive and encouraging to co-workers 



2,. assunies individual Job r^^sponsibility 

3. deals effectively with friction dnd tencioii withia the office 



1 



a. co-workers who don't assume full share of workload 

b. moodiness of co-workers/supervisors 

c. favoritism among staff 

d* personal problems which interfere with work 

e. offensive language or behavior of co-workers, supervisor or customers 

f. improper hygiene of co-workers which is offensive to others 

g. angry customers 

h. chronic complainers i 
1. short-tempered co-workers, supervisor or self . * 

B. Supports company and employer by exhibiting professionalism 

L shows loyalty to company 

2. follows the company policies 

' 3. maintains confidentiality of company/institutional information 

, 4. anticipates needs of supervisor 

^. demonstrates cost control 



a. conserll^upplies 

b. use tim efficiently 

c. /develop and improve personal work |6thod8 antf. procedures f\ 

c 

6. displays, good housekeeping habits ■ ' , 

a. cleans and maintains work area 

b. cleans and organizes employer's work area as instructed 

- /' c. makes coffee and keeps coffee area ntat and clean ' ; 

7. shows professional commitment to his/her employer 

4 ' ' ' ' ' 

a. shows flexibility and willingness to try new approaches 

b. is versatile and willing to adopt his/her behavior to new situations 

c. willingly works overtime to meet scheduled deadlines. " ' 

d. asserts his/her feeling, needs, and corapeterfce in comiaunicating with his/her employer 

about ^ary, benefits, and company policy * ()J 

C. Shows that he/she is dependable, in the office situation 



ERIC 



has work habits that insiiro work being ncconipUshtid on time and correctly 

arrlv(*f; at work on ilm^ and ni'tlntainf; schcduld working hours 
pli'inis and sciUHhiics work i).;hiiu'uls (.ail laioiiLit'H I 

lakes nMSDnablr coK'ih' br(^'lks and liincli hroaks i 
hari a f^ood aLLoiulaiiro record willi sick leave and person'J^l days taken when necessary 
pays attention to detail so th,it hiph quality work is maintained consistently 
follows Lhrough to completion work that has been started 



D. :)ws inliiative In j^aininj; professional advancements 

L r>eek.s joh/seif enhance.nient experiences 

a. ■iipiiLesi^his/her skills and knowledge through formal educatioir, ' i-house training, and 
, inforiDal coMnlcatlon y 

' V ' b..rpattiGi{tatefj in professional organizations 1 

ffii ^ " ' ' > ' _ 

2. selects or rejects job proinotions based on opportunity, personal goals, and circuinstances' 

■■" • ' » 

examines alternatives and fifngages in career planning 

(1) long term 

(2) ^^4iort term . ^" 
ARFA OF COMPETENCY: SOCIAL A ND BUSINESS ETIQUETTE ^ ' ^ 

A. Displays proper social etiquette r 

1. etiquette for social functions (t^»g» introductions, table manners, common courtesy) 

B. Displays proper business? etiquette ^ * 

L converses with coworkers and Puests in a socially acceptable manner, within the" time 

constraint of the office situation' 

a. office business (non-confidential) ■ ' ' 

b. personal business | 

c. social events . ■ 

d« topics oi general interest " . ^ 

2. uses the informal coimnunications network (grapevine) within the office in a positive way 

. . ■ 

3. refrains from contibuting to office gossip i ^ 
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A. addrofifuis superior properly (e-g-Mr. , Dr., M«. , etc.) 

formal 
noil -formal 



ERIC 



\ AREA OF COMPETEN CY; JOB Sl-HKING SKILLS 

, A. Identifies Job o^ortunLtles for which he/she Is qualified 

L checks school bulletin board 
2* roads newr.paper ads ^ 

3. contacts employment agencies 

state 
b- private 

^ 4. uf^rs pr>rnonnl. contacts 

Prejl^l^s for job interview 

l^M^i^tes and types a resume 
2^HpjpnpC)ses and types a letter of application 
\3.^^^Contacts a prospective employer 

4, ' ' arrives on time 

,5* conveys an optimistic outlook and willingness to leani 

C. ^tclclpates in a job interview 



'l. dresses and grooms himself /herself appropriately 
2. obtains job information from perspective employer 



^- -job requirements * \ 

b« benefits ■ . - 

^* environment 

salary - . 

^* opportunity for advancement 
f* company's purpose and function 



D. Follows '^^p on the job interview 

1. sends an acknowledgment letter 

2. makes a phone call 
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COMPETENCy RECORD 



HUMAN. RELATIONS AND PERSONAL DEVELOPMENT 
OCCUPATIONAL PROGRAM: CORRESPONDENCE SUPERVISOR • 



/ 

I 

■!■ 

I ■ 



/ 



This co.pete„cv reeord tells .hat the student, who.is na.ed above, haa'dewstrated that he 'or she can 
do. A r,d«ate Is one who has de.testrated conpetent perfomance of all the tasks de 1 n ed f t 
oo«tio,al,rosra.. This co^peLy record is to b/used as a„ expanllS o / r p fj^^?^^^ 
traditional report card. Student/perforwce can he rated .t the secondary a„i/or post sSa!y Li 



RATING SCALE ; . ■ ■ ' ■ 

5 - Performs task(s) with ability that consistently 1 - Is unable to perform tasli(s). ' 
exceed (s) program ininimuni standards set for job / 
entry level; very competent.^ T - Demonstrated ability to perfora ta8k(s) at or 

above job. entry level by taking a challenge 

4 - Perforws taskts) at job entry level; competent. test. 

3 - Perjpnns task(s) with periodic assistance. PWPM - Actual production words per minute (PWPM) 

obtained by student. ■ ^ 

2 - Performs task(s) with constant assistance. 



SCHOOL(S) ATTENDED: 



DATES ATTENDED / INSTRUCTOR'S NAME (S) 



1 — r 



T" 



T 



•A ' 
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. ■' ■ ■ ■ . - ■ . • 


MINIMUM 
PROGRAM 
STANDARD 


RA.TING 


:ONDAI 

. yr ; 


lY 

INSTR. 


POST 
♦ - 

RATING 


SECOh 


IDARY 
IKSIB 


AREA OF COMPETENCY: COMMUNICATIONS ' 
















A. Demonstrates acceptance of people In'a frlendlyrbuslness-lika 
manner , j ^' • , 
















B. Listens to and responds td the*messages received from co- 
workers, supervisors -and visitors 










— 9 




1 , 


\ • ■• . ■ .- 

0. Gives directions and responds to -other people 
















Comments: . ' . ' - i 

x * ' ' , ' . ). ' . 

-J ' ' ' - ■ 1 


r 




* 


AREA OF COMPETENCY): SELF-DEVELOPMENT 










* 






A. Demonstrates a disposition for continued liersonrfl growth and 
ui;aerstandlngi of self ' , 














r 


B. Displays personal develbpment for social living . 
















C. Shows emotional maturity • 
















D. . Maintain^ professional maturity ' 
















Comments: 1 

^ J* • ' 








AREA OF CO^ffETENCY: PERSONAL ^APPEARANCE , \ . 
















A. Maintains good physical fitness behavior patterns * 
















B. . ^Shows good visual poise 






— J 


L 








C. Selects. and wears proper office attire 
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D. Has good, personal hygiene habits - : 


















T 



ERIC 



f 
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MINIMUM 
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lY 


POST, 


SECbjj 

i 


DARY 


ConuDents: , . 

s 




^ ■ ; ' 

• : , • ♦ • 


AREA OF COMPETENCY: OKFtCE ATTITUDE 






JU. 










i 

A. Relates to male and.femnlc co-workors of all ages, skills, ' 
backgrounds, and posit ioii.s 










V 

» 

r 






B. Supports company and employer by exhibiting professionalism , 
















C. Shows that he/she is dependable in the office situatlpn 


f 






- ^ 








D. Shows initiative in gaining prq/es^ional advancements 


1 i 














1 . ■ ^ . . ■ 

Conments: . ^ - / , 1 ' ' ' 


AREA OF COMPETENCY: SOCIAL AND BUSINESS ETIQUETTE ' . 
















A. Displays proper. social etiquette 










* K 






B. Displays proper business etiquette , , ' , 






1 










Connents: ■ , ■ ', ' , , 


. ' . } . 

AREA OF COMPETENCY:- >IOB SEEKING SKILLS/ .. i' ' 


V 














' ' • ■ / ■ 
A. Identifies job opportunities to^'which he/she iS' qualified ^ 














1 


B. Prepares for Job interview 1 




V 












J ■ • ■ , i 
C. Particlpatea in' a job interview . , J 








/ 


t 
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Developers: Hman Relations and Peraonal Developent 



1 



Ms. liinda Aijderson 
Hutchinson^ A.V.T.I. 
Hutchinson, iMN'iySO'^ 

I 

Mr. Hilo Loken 

Hennepin Technical Center North 
9000 North' TTth Avenue 
. Brooklyn Center, MN ' 55'*'*5 ■ 



Ms, Linda Jeffries 
Moorhead A.V.T.I. 
610 Fourth Avenue South 
Moorhead, MN MO, 



Mo, Mary Ruprecht 

Word Processing Management 

Consultant 
11*0 West ^^rtle Street 
Dulutli, MN '55881 



Ms. Ann Ellinson 
Moorhead A.V.T.I.. 
,810 Fourth Avtnue South 
Moorhead, MN 5656O 



Ms. Willa'CajjpbeU 
St. Cloud A.V.T.I. 
St. Cloud, MN ' 56301 



Miss Shirley BuQkholz 
Minnetonka High School 
1830 Highway T 
Minnetonka, MU 553^*3 



Ms. Cheryl Boche 

South Washington Co. Schools 

Park High 

Cottage Grove, MN 550?5 



, Ms. Katheryn Sini(Ai80n 
Bfeinerd A.V.T.I., 

: 300 Quince Street 
Bralnerd, MN ')^k^)l 



t Ms. Marlene Paulcovltz 
9l6A.V.TiI. ' 
3300 Century Avenue 
White Bear Lake,, MN 55110 



Mr. Jr auk' Starke 
Alexandria A.V.T.I. 
Alexandria, MN 5^308 1 



Mr. S^nis .I^ngen 
Alexanwia A.V.jr.I, ' 
Alexandria, MN'^ 56308 



'Mr. Dave Ti 
Hutchinson A.VTTTI. 
HutchinsonV MN 55350 / 
■ / 
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